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INSTRUCTIONS FOR SUMMARY REPORT OF EXAMINATION

OVERVIEW

Background

Purpose of the
Summary Report

OVERVIEW

In This
Section

In the past, afull compliance Report of Examination was completed regardless of
the financial indtitution’srating. The preparation and review of the full report is
labor intensive and time consuming. Moreover, many of the report pages provide
little information or assistance to afinancial ingtitution that has consistently
maintained a satisfactory or better compliancerating. Therefore, a streamlined
Report of Examination (ROE) Summary format was developed for use with these
ingtitutions. Examiners should employ the ROE Summary format whenever
permissible.

The ROE Summary format, an abbreviated report of examination format, was
devel oped to accomplish the following:

e Present examination findings quickly and in an easily readable format

*  Reduce the time spent by Regiona Office staff in reviewing and processing
reports
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USE OF THE  The ROE Summary format may only be used for institutions which have had a
SUMMARY  satisfactory or better compliance rating and pose no supervisory concerns.

REPORT
Use the summary report only if all of the following conditions are met:

«  Theingttution has a composite compliance rating of "1" or "2" for the current
and last examination

«  Noreimbursable Truth in Lending Regulation Z violations exist at the
current examination

« Noviolations of the anti-discriminatory provisions of the Equal Credit
Opportunity Act (ECOA)/Regulation B or the Fair Housing Act (FHA)/Part
338 of FDIC's Rules and Regulations exist at the current examination

The ROE Summary format may be used when afinancial institution meets the
above requirements and is assigned a "Needs to Improve" or " Substantia
Noncompliance" rating for CRA, provided that there are no violations of the anti-
discriminatory provisions of the ECOA or FHA.

Regardless of the composite compliance rating, the examiner may prepare the full
ROE when violation descriptions are essentia to fully explain the substance of
violations to the financial institution’s management, for example, arecent change
in Regulation Z citations due to a court decision.

DESCRIPTION The ROE Summary format consists of the following pages and documents used in
OF THE the full ROE:
SUMMARY

REPORT * Cove
. Examiner's Comments and Conclusions

«  CRA Page (optional)
e Supervisory Page A
e CRA Performance Evaluation

The CRA Performance Evauation is prepared as a separate document since
it must be made publicly available by the financia institution.
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PROCEDURES Summary Report Preparation Procedures

1. Complete the pages and documents above as you would for the full ROE.

NOTE: Accessthe Data Entry Form through the automated Report of
Examination Menu. Include on the disk sent to the Regional Office.

2. Comments on the Examiner’'s Comments and Conclusions page should:

«  Beconcisg, reflecting the overal " Satisfactory” or better compliance
rating and the lack of any supervisory concerns

o Describe the strengths, as well as any weaknesses, of the financial
institution’s compliance posture

e Include a statement indicating that a copy of the Summary of
Violations was provided to management before the examination’s
conclusion

SUMMARY OF Inaddition to the ROE Summary format, the financial institution will receive a
VIOLATIONS Summary of Violaions. The Summary of Violations is a separate document
describing the violations found during the course of the examination and
management’ s response and commitments for corrective action. Thefinal page of
the Summary of Violations contains an attestation and signature block for
management to acknowledge receipt of the Summary of Violations and discussion
of its contents.

Prepar ation of

the Summary of
Violations Significant Violations

Preparethe Summary of Violations

1.  Writeviolations that would appear on the Significant Violations pages of
afull ROE in the same format and using similar headings.

2. Include management’ s response and/or commitment(s) for corrective
action.
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SUMMARY OF
VIOLATIONS
(cont'd)

Prepar ation of
the Summary of
Violations
(cont’d)

Discussion of
Summary of
Violationswith
M anagement

L ess Significant Violations

3.  Usethe sameformat for less significant violations that would normally be
included on the Other Violations and Exception pages of afull ROE.

Discuss Summary of Violations with M anagement

1. Provide management with a draft copy of the Summary of Violations.

2. Advise management that the Summary of Violationsisthe official record
of violations discovered during the examination.

3. Discuss contents of the Summary of Violations with management before
the exit meeting.

Resolution of Disagreements

1. Management's disagreement with any of the violations cited must be
resolved to the extent possible by the examiner through either areview of
additional information provided by management or further research of
regulatory materials.

2. Discuss management’ s disagreement with any violation(s) in both the
revised Summary of Violations and the Examiner’s Comments and
Conclusions page of the Summary ROE.

Specifically identify the violation(s) in question and management’s basis
for challenging the violations.

3. Management will acknowledge receipt and discussion of the final
Summary of Violations by returning to the examiner asigned copy of the
Summary of Violations.

4.  Submit the report, including the signed copy of the Summary of
Violations, to the Regional Office for review.
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SUMMARY OF
VIOLATIONS
(cont'd)

Discussion of
Summary of
Violationswith
M anagement
(cont’d)

Regional Office
Review of
Summary of
Violations

NOTE: Once the Summary of Violationsis signed by management, do
not make changesto the original. If changes are needed, make changes
on a copy of the original document and forward with the original
document to the Regional Office for review.

If management refusesto return a signed copy of the Summary of
Violations. . .

1. Include the Summary of Violations pages as part of the final Summary
ROE.

2. Make note of management’ srefusal on the Examiner’s Comments and
Conclusions page.

3. Submit the report, including a copy of the signed Summary of Violations,
to the Regiond Office for review. If the report is submitted electronically,
acopy of the signed Summary of Violations page can be faxed to the
Regional Office.

Regional Office Review Procedures

1. Theexaminer must forward a copy of the signed Summary of Violations .
to the Regiond Office with the ROE Summary format.

NOTE: The examiner should include a disk copy of the Summary of
Violations in the event of revisions by the Regional Office.

2. TheRegiona Office will communicate any revisions to the Summary of
Violations to the financial ingtitution.

e Indignificant revisions

Insignificant changes by the Regional Office to the text of the
Summary of Violaionswill be communicated to the financial
ingtitution by the Regional Office staff. The method used to notify
the financial ingtitution of changesis at the discretion of the Regional
Director.

March 31, 1997

(Rev. 1) PART VII: C-5



PART VII: REPORT FORMAT INSTRUCTIONS FOR SUMMARY REPORT OF EXAMINATION

SUMMARY OF e Substantia revisions
VIOLATIONS
(cont’'d) If the Regional Office's revisions to the Summary of Violations are
substantial, the Regional Office must send a copy of the revised
Regional Office Summary of Violationsto the financial ingtitution with the Report of
Review of Examination.
Summar.y of Revisions could be the result of the Regional Office obtaining new
Violations information which:
(cont’d)

--  Eliminates severa violations, or

--  Increases the number of violations

3. TheRegiona Office transmittal of the Summary ROE to the financia
institution will conform to the following guidelines:

e TheRegional Office must state in the transmittal letter that a
Summary of Violations was provided to the financial ingtitution’s
management on a specific date and discussed with them

e Thetransmittal letter must also provide the name and title of the
executive officer who signed the Summary of Violations
acknowledging its receipt on behalf of management

If management refused to sign the Summary of Violations. . .

1. TheRegiona Office should state the following in the transmittal letter:
e Management refused to sign the Summary of Violations

e TheSummary of Violations has been included as part of the
Summary ROE

If the Summary of Violations has been substantially revised . . .

1. TheRegiona Office must send both the Summary ROE and the revised
Summary of Violationsto the financia ingtitution by certified mail, return
receipt requested.

March 31, 1997 (Rev. 1) PART VII: C-6



PART VII: REPORT FORMAT INSTRUCTIONS FOR SUMMARY REPORT OF EXAMINATION

SUMMARY OF | 5 pa trangmittal letter to the financial institution should indicate:
VIOLATIONS

(cont’'d) +  The Summary of Violations has been substantially revised

+  Management is requested to acknowledge receipt of the revised
Summary of Violations by returning a signed copy to the Regional
Office by a specified date

Regional Office
Review of
Summary of

Violations
(cont’d) 3. If thefinancial ingtitution fails to comply with this request, the Regional

Office should pursue appropriate action.

Recordkeeplng Recor dkeeping Procedures
Requirements

1. Maintain the original signed Summary of Violationsin the Regional
Office with the Summary ROE.

2. Maintain acopy of the signed Summary of Violationsin the field office
with the workpapers.

3. Intheevent arevised Summary of Violationsis prepared by the Regional
Office, the Regiona and field offices should retain a copy of the revised
Summary of Violations until the signed acknowledgment copy is received
from the financial institution.

4. Consstent with the procedures stated above, the Regiona Office will
maintain the original signed revised Summary of Violations and send a
copy to the field office to retain with the workpapers.
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FDIC LAW,
REGULATIONS,
& RELATED
ACTS

Applicable Rules

Advisory
Opinions

Statements of
Palicy

DCA
MEMORANDA

FINANCIAL
INSTITUTION
LETTERS (FIL)

None

None

None

None

None
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